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Review & Approve JHA Profiles 

 

Helpful Information 

 

STEP 1. Log in to the EH&S Job Hazards Analysis (JHA) system at 

https://ehswprod.lbl.gov/ehstraining/jha/login.aspx 

 

 
 

 

! Use your LDAP username and 

password to log in to the system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 2. To begin, select “View/Approve JHA” from the Main Menu 

 

 
 

! Select “Retrieve JHA/Training 

Profiles” 

“My Direct Reports” 

! Your Main Menu may look a little 

different depending upon your 

level of access to the JHA system. 
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Review & Approve JHA Profiles  
 

Helpful Information 

STEP 3. Supervisor (Work Lead) will see the status of their Direct Reports’ JHAs:  

 

 

! Select a JHA for review.  

 

! There may be multiple JHAs for 

each employee/guest. Check the 

Status colums to identify the Draft 

or most recentJHA. 

! Note: to order by the Approval 

Status, drag the Approval Status 

colum header to the row above it. 

! The JHA review is best done with 

the employee present, but it is not 

required to have the employee 

present. 

 

STEP 4. Supervisor (Work Lead) will make necessary changes:  

 
 

 

 

 

 

 

 

! Change the Work Lead name, if 

necessary. Currently this option is 

available only to the Supervisor. 

! Review the CS Employee Work 

Group Description of Work. It 

should start with “Employees of 

the Computing Sciences 

Directorate, including 

Computational Research Division 

and NERSC Division employees.” 

Update this desctipton if 

necessary by clicking on the box 

“Update Description of Work.” 

! Review the Individual Description 

of Work. It should read, “All 

work is described by the Work 

Group(s) above.” for the majority 

of employees/guests. Add this 

wording if necessary. 
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Review & Approve JHA Profiles  

 

Helpful Information 

 

STEP 5. When you and your employee have finished making changes, and both 

understand the Tasks, Hazards and Controls, the Supervisor (Work Lead) signs 

off electronically by clicking on the “Approve by Work Lead” button.  The 

employee can sign off by clicking on the “Approve by Employee” button that 

appears a few seconds later, AFTER the Supervisor (Work Lead)’s approval has 

been stored in the JHA database. 

 

 
 

! Supervisor (Work Lead) signs off 

by clicking on the “Approve by 

Work Lead” button. 

! A second button “Approve by 

Employee” appears after the 

Supervisor (Work Lead) has 

signed off. 

! The employee can click this 

button to log in and countersign 

their JHA. Otherwise, the 

employee will receive an email 

telling them their JHA is ready for 

final approval. 

After the Supervisor (Work Lead) and Employee have both signed (electronically) the JHA, it becomes Active. 

Any previous JHAs will be saved as Archived versions.  

The JHA must be updated annually or if work changes. This completes the JHA authorization or reauthorization 

process. 

The following pages are provided to aid in the handling of special circumstances. 
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Advanced JHA Modifications 

(Contact Division Safety Coordinator  Betsy MacGowan x2826 for assistance) 

Helpful Information 

 

EXTRA For employees who perform work not described by the Work Groups.  

 

 
 

! The ability to make changes is 

available onlyto the Supervisor 

(Work Lead).  An employee 

cannot make these edits to their 

own JHA. 

! If necessary: 

! Make changes to the Work Group 

Description of Work or Work 

Group Tasks, Hazards and 

Controls. 

! Update the JHA with the most 

current Work Group Description 

of Work and Tasks, Hazards and 

Controls by clicking the Update 

button. 

 

! Make changes or update the 

Individual Tasks, Hazards and 

Controls. 

! If an individual adds Tasks, 

Hazards and Controls (e.g., 

soldering) their individual 

Description of Work MUST be 

modified to include that work. 

Contact Division Safety 

Coordinator, Betsy MacGowan, at 

x2826. 

 

 

 !  
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Advanced JHA Modifications 

(Contact Division Safety Coordinator  Betsy MacGowan x2826 for assistance) 

Helpful Information 

 

EXTRA You may need to modify the Tasks, Hazards and Controls. Save any changes. 

 

 
 

! Be sure to “Save” any changes to 

the Description of Work. If you 

“Return to Previous View” 

without saving, the changes will 

not be stored. 

 

 

 

 

 

! Changes can be made to the 

Tasks, Hazards and Controls as 

part of the editing process.  

 

 

 

 

 

! If an employee does not perform a 

task, it may be deleted.  Make 

sure to delete the Task, rather than 

just the Hazards or Controls. 

! If an employee is not exposed to a 

specific Hazard (e.g., the 

employee uses ladders but only 

stepladders, so hazards of 

extension ladders do not apply), 

that Hazard may be deleted. 

 


